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SECTION I

GENERAL INFOR.ATION"

101. "PURPOSE. Operations Branch is responsible to the I.aintenance Officer

for the planning and execution of the Division’s Controlled Maintenance

Program. Develops and annually updates the Long Range Maintenance Plan;

pegares the Annual and quarterly ork Programs; screens andclassifies

all work request and issues job orders or emergency/service work tickets

for the authorization of work’by the Maintenance and Repair Branch shops.

The Branch carries out the Continuous (Control) Inspection Program and

prep.ares the Backlog of Maintenance and Repair (BMAR) Report and Projects

Plan. Approves and monitors self-help and troop training projects.

Determines the need for engineering advice and assistance a6d maintains

liaison with the Public Works Division; Atlantic Division, Naval Facilities

Engineering Command and other sources of such assistance Recommends work

accomplishment by co.tract when such work exceeds in-hiusecapability oris
more cost effective by,contract performance. The Branch is the primary

point of contact with the Public Works Division in all matters pertaining

to facilities projects and contracts. Additionally, the Branch is responsible

for the Commercial Activitie (CA) Program as it pertains, to functions

performed by Base Maintenance.. For these functions the Branch prepares the

Performance Jork Statement and the direct.labor andmaterials cost estimate.

Coordinates Base Maintenance CA efforts with the Management Assistance Division,

the Public Works Department and the Atlantic Division, Naval Facilities

Engineering C6=nand.





102. DEFINITIONS

I. Cntrol Inspection Program. A Controlled Inspection Program, designed to

provide complete annual inspection coverage of all-r4arine Corps owned real

property facilities aboard the base. Identifies deficiencies in the early

stages and reduces cost of repairs.

2. Annual Work Proqram. Composed of items selected from the first year of

the Long Range Maintenance Plan (LRMP) which can be accomplished within

personnel and funding limitations. The Annual VIork Program accounts for all

of the available man-hours of each work center. Man-hours are first allocated
.\

for accomplishment of emergency/service work and recurring and preventive

maintenance. TF remaining man-hours are programmed to accomplish specific

jobs. Included in thisAnnual Work Program are !aintenance and Repair Projects

within the Local Commander’s Approval Authority of $75,000 for which funds are

available or accomplishment by contract.

the Annual Plan and programs utilization of available shop hours for each

quarter. It also lists pcific jobs over 80 man-hours to be accomplished during

the quarter. Twenty-fve percent of the plan is reserved fbr minor work,

under 60 man-hours, and for unknown requirements such as emergencies an special

Quarterly I’Iork Plan. The Quarter.l.y. Iork Pl an .s..simi I ar. i n format-to

An end of ihe fiscal year report

connand interest projects.

4. Backlog of Maintenance and Repair (BIAR).

measuring the maintenance an.repair work which remained as a firm rquirement

by th Base’s work plan but which lack of resources prohibited accomplishment

during that fiscal year.

5. Troop Training/Self-HelpSh-ojects. Work accomplished by military labor
Self-help work is limited to’hose types of tasksnormally undertaken by a





prudenthomeovlner using minimum craft skiils and simple handtols. Troop

Training rojects are larger maintenance or construction projects done by

trained military personnel and under the supervision of a Base laintenance

repre@entative.

6. Facility Files. Files kept in the Program.ing and Iork Reception Section

for each facility listed on the Long Range Maintenance Plan. Contains a

hstory of work accomplished and scheduled to be accomplished on the facility.

7L Customer Files. Files maintained in the Work Reception Section of work

requests submitted by customers. Active work requests are maintained on file

until the requested work has been completed. Completed vork requests are

maintained for the current year and one year preceeding the current year.

103. POLICIES

I. Ballfield Repairs. Priority will be assigned by the Director, Operations

Branch dependent on specific field, time and resources available. Job. Orders

toepair ballfields will be written by 31 September of the year proceeding "
its expected Spring usage. Generally, priorities will. be given to schools

and fields used by Little League or Specia service organized leag.ues. Dirt

will be provide to tenants for self-help efforts when Base aintenance does

not schedule repairs as needed by the tenant.

2. BeachFacilities. Repai for beach facilities Operated by Specia)Services

ill be identified jointly with Special Servicesimediately upon closing of

the beach at the end of the smmer. Season job orders will then be written

.and "repairs completed prior to the beginning of the following Season, All items...

needing repair at this time will be accomplished by Base Maintenanceforces.

Minor repairs throughout thes.uer months will.be accomplished by Special Services
maintenance forces and assisted by Base Maintenance forces hen required. "





3. .Syimming Pools. Repairs on outdoor pools will be identified during the

month of October by the Inspection Branch. Repairs will be completed prior

to !4emorial Day.

4. cks and Keys. Base Maintenance will fund repair or replacement

cost for locks or keys for all facilities on base unless the damage or

loss was a result of negligence or abuse.

will be charged for labor and materials.

When this occurs, tenant units

104. I,IAIN:FENANCE WORK/PROJECT EVOLUTION.

fol 1 ows

A general description is as

I. Repair work s identified either by the customer, maintenance shop

persopnel or as a result of the Annual Control Inspection.

2. hen small enough (less than two hops, 16 man-hours and $400 total cot
of labor and materials) a ticket is witten by the Work Reception Section to

have shops complete the work.

3. If work is beyond the scope of a ticket, a specific job order is written

by the Planning and Estimating Section. The job order is routedto.theWork
Reception Section for nclusion in theappropriate quarterly Work Program.

After review and signature approval by the Operations’ Director and assignment

of accounting data by the Finance and Accounting Section, the joborder is.

sent to the Work Management ction. ’

4. The Work Management Secti?n orders materials and schedules the work within

the assigned quarter. It is then completed by the :shops and completion data

is returned to’the Work Reception Section for filing in the Facility Files.

5. If projects are of such a nature that they.are beyond the capability of.

in-house forces or can be mos economically accomplished by contract, theyare

sent to the Public Works Division via the Contract Section.





6. The CqntrBct Section will supervise the design, construction and warranty

of such contract vork.in coordination with the Public ’Iorks staff.

105..BUDGETIIiG. Headquarters, larine Corps provides annual funding for

maintenance and repair of base facilities. These are expended by in-house

forces in labor and materials or by awarding contracts to the private sector"
to complete particular projects. All funds are controlled and monitored by

". the Finan.c.e and Accounting Section. The Director, Operations Branch

periodically reviews the status of funds to insure the bdget is balanced

at the end of the fiscal year.

106. BRANCH BRIEFINGS. Briefs pertaining to the operations Branch are

generally presented to newl% assigned Base Maintenance Officers and Base/

enant Commanding Generals. Time constraints and requested information may

vary but the following is generally provided.

a. 14issions of the Operations Branch

b. Branch organization and brief .function of each section during tour

of that section.

c. Annual and Quarterly Work Prggrams

Annual Inspection Summary andLongRange Maintenance Plan

Engineered PerfOrmance Standards Utilization (EPSU)

Emergency Service

g. Contracting. Troop Training/Self-Help





o BRANCH
DTRECTOR
"GS-13 (1)

.f’
PROGRAMMING AND
WORK RECEPTION
SECTION
GS-9,.(1)

CLERK
GS-3 (Z)

CLERK/TYP
GS-3 (I)

SGT
(4)..

SECRETARY
GS-5 (1)

INSPECTION
SECTION

WS-IO (i)

B(DG MAINT
INSP ELEC
WG-11 {i)

BLDG MAINT
INSP MECH

MAINTENANCE" SERV
CONTRACT SUPPORT
SECTION
GS-II (1)

s-4 (.) I
MECH ENGR
JTECHNIClAN
GS-9 (I)

BLDG MAINT
INSP STRUCT
WG-11 (2)

[BOILER SYST
,__.| I NSPECTOR

IWG-1,1(I)

ECHNICIAN
S-9 (I)

PECIFIC
RITER
S-5 (I)

_UALITYSSURANCE
VALUATOR
S-7 (I),

ASST DIRECTOR
FOR MILITARY
LIAISON
MAJOR’

:NANCE NCOIC
SELF-tlELP
MSGT (1)

PLANNING AND
ESTIMATING SECT
WN-7 (1)

PLANNER’ AND
ESTIMATOR
ELECTRICAL

IILANNER ’AND’ESTIMATOR
MECHANICAL
.0-8 (3)

|PLANNER AND
!ESTIMATOR
]STRUCTURAL
’ID-8 (2)

!HD-8 (!)

IPLANNER AND
"" iESTIMATOR F"":HOUSING

)_T. ) ___,

I
’WORK MANAGEM.F,NT
SECTION

:WN’7 (

LERklTYPISI

F
SCHEDULERI

’HOP PLANN
ELECTRICAL
WD-5 (1)

SHOP PLANNB
MECHANICAL
WO-5 (1)

P PLANNE IHoP PLANN
ENERAL MCAS(H)
D-5 (3) WD-5 (1)r
HO# PLANNE [WA-REHOUSE-
TRUCTURALI_.]MIXINGD-4 (1) |_|MAN PAINT

>

AT]’ACHMENT (1)





SECTION II

DIRECTOR, OPERATIONS BRANCH.

201. #URPOSE. Establishes policies and procedures and provides overall

direction and guidance to the Operatqons Branch through the five section

supervisors. Reports to the Maintenance Oficer through the Assistant

Maintenance Officer on all matters concerning the operation of the Branch.

RESPONSIBILITIES

Implements the policies and procedures established by the Base Maintenance

Officer.

2. Carries out the policies and instructions for eal Property Facilities

Maintenance Management provided by Marine Corps Order P11000.7B.

3. Estabiishes and enforces internal policies and procedures for the

Operations Branch.

203. POINTS OF CONTACT

Base Maintenance Officer/Deputy Base Maintenance Officer

Phone

2511

Base Maintenance Branch Heads

Assistant Chief of Staff, Comptrolle

Assistant Chief of Staff, Facilities

Assistant Chief of Staff, PeFgonnel Services

AssiStant Chief of Staff, Logistics

Assistant Chief of Staff, Training

2427/2428

303412544
2524

2535

5326/5720

Public Works Officer,MCB _--

Head, Design Engineering Branch

2581

2213

Public Works Officer, NAVREGMEDCEN

Special Services Officer

2045

2106





Engineer Support Officer, 2d FSSG

G-4, 2d FlarDiv

Purchasing and Contracting Officer

Director, Family Housing

Civilian Personnel Office

CO, ]rine Corps Air Station (Helicopter), New River

CO, iarine Corps Engineer School

CO, .larine Corps Service Support.Schools

CO, Rifle Range

204. REFERENCES

I. All Marine Corps Orders 11000 Series

2. All Base Maintenance, Maintenance Orders

3. NAVFAC 10 321 and 322

4. Base Oders (Personnel, Performance Appraisals) 12000 series

8.

9.

I0.

11.

12.

205.

206. DAILY ROUTINE

1. Check appointments calendar

Review list of davis activities

Review and sign job orders

Review Maintenance.Management Report

5. Review jQb order variances

6...Read incoming correspondence

ssign work to Branch supervisors

Review/prepare outgoing correspondenc

Review weekly shop schedule

Review Quarterly/Annual’Work Plans

Check maintenance/repair contract status

Review contract plans and specifications

ORGANIZATION. See Brnch. Organizat.ion .Chact...................

3456

2516

5520/5962

2985/2577

1886

6506/6518’

7186/7118





13. Chick contract finding status

14. Pfepa.re next day’s activity list





SECTION Ill

ASSISTANT DIRECTOR, OPERATIONS BR/I,NCH

301. PURPOSE. Assist the Director, Operations Branch in his duties and

perform such duties as may be assigned by the Director. Maintain working

relationships as Iarine Liaison with civilian and. military organizations.-

Assume the duties as the Maintenance Management Officer for Base Mainte-

nance.
302. RESPONSIBILITIES

I. Assists the Directbr in routine daily functions. Makes routine, decisions

in areas of responsibilitydelegated by the Director.

2. Assumes the duties of Director, Operations Branch in the absence of th

Director.-

3. Reviews and routes incoming correspondence pertaining to the Minor

Construction (R-l) Program. Acts as liaison between.the Operations Branc

and the Assistant Chief of Staff, Facilities on R-1 Projects.

4. Reviews an signs put all correspondence returning work requests to

customers because of incomplete information’on requests or disapproval .of

work request.

5. Reviews specific maintenance job orders and gies signature authorization

of the work when authorization is delegated by the Director.

6. eviews weekly shop schedules prepared by the Work Management Section.to

insure conformity with the Quarterly Work Program.

7. Authorize routinechanges to the Quarterly Work Program to accommodate

unanticipated requirements and consult with Director on significant changes.





B." Resolve specific Iroblems on material procurement/deliveries vi.th Direct

Support" StockControl and the Purchasing and Contracting Division when requested

by the Supervisor, ,Iork lanagement Section.

9. Assist the Director in determining the most effective allocation of

avilabl resources.

10. On call for after hours emergency maintenance and approval of overtime

during that time.

11. .Supervise the operation of the Disaster Preparedness Control Centerwhen

required.

12. Supervise the Self-Help and Troop Training Projects.

13. Develop working relationshshps as Marine Liaison with civilian nd

military organizations to insure open connunications regarding mutual areas

of concern. ..
14. Supervise MaintnanceManagement Program for Base Maintenance.

15. Assist the Base Maintenance Officerin matters pertaining .to.mil.itary

personnel assigned to Base Maintenance.

303 POINTS OF COACT

1. Branch Heads, Bas Maintenance Division.

2.
3.

4.

5.

Facilities, ext. 5003

7. Self-Help/Troop Trainings-ext. 5202

8. Game t$arden, et. 5226

Organizational S-4/G-4

DSSC/Shop Stores (parts qquisition, ext. 5762. (Shop Manager, ext. 3413)

Logistics (OIC, ext. 5520)

Assistant Chief of Staff’Facilities (ext. 3034)

"latural Resources and Environmental Affairs, Assistant Chief of Staff,.





"9: FS.IO (laintenance Management, ext. 6162/6272)
10. Base, FIaintWance Management Officer, Assistant Chief of Staff,
Logistics, ext.

304". REPORTS REOUIRED

Titl_____e

Self-Help/Troop Training

Shop Schedule

Command hronol.ogy
305. REFERENCES

Due Forward To
12 each month Cost Acct Off

Weekly from shop N/A

Semi-Annual AC/S, Fac

1. MCO Pl10007, Real Property Facilities Manual, Volume III
2.. 4C0 P11000.5, Real Property Facilities Manual, Volume IV
3. BO PIIOI4.1G, Base laintenance Order
4. I,CO P4790.2, MIMMS Field Procedures Manual

Destructive Weather Plan 1-81
|0 P3141.1H, Base Maintenance Division SOP for Destructive Weather/

Disaster Preparedness Plan

7. MO P4790. IA, Standard Operating Procedures for .aintenance Management
306. DAILY PROCEDURES. Normal working hours are 0800-1630, Monday through
Friday. Lunch period 1130-1300.
I. Check Director’s schedule, incoming correspondence, and status of
self-help with NCOIC. Check logbook at Night Duty office.
2. ake liaison with selected S-4’s.

3. Visit shops once a week.

Review shop schedule weekly.

Prepare correspondence

Set next day’s schedule

OTE: Supervise the operation of Disaster Control when required.





307... ORGANIZATION

I. Asistant-Director, Operations Branch (one 04 1330). (See paragraph

702 for duties.)

2. Operations NCO (one E-8 1379). (See Section IX for duties).

308. REVIEW/SIGN SPECIFIC JOB ORDERS

1. Check cover sheet for following items:

a. Project number, if new work, in Facilities Project box.

b. Accounting data and job order number box, insure it is completed,

c. Type of work box, idetifiy if write up is maintenance or new work

and so states in block. Block should also indicate if work is reimbursable.

d. Supervisor’s initials for Planni.ng and Estimating and Work RecePtion
in "Reviewed By" box.

e. Military labor statistics hodrs should be included om Troop Training

job orders...

f. For any questions with. Planners. and Est.imators or Work-Reception

Branch supervisor.

309.

g. Sign and return to secretary for Copy and distribution.

QUARTERLY WORK POGRAM
"I. Established by supervisor of Work Reception Section.

2. Any emergency or high priority changes go through the Work Reception

supervisor and Work .anagement Branch supervisor.

3. Requests for changes originte from Base Maintenance Officer, Director,

Operations Bra.nch, Assistant Chief of Staff, Facilities or separate units.

4. Requests from separate units should be essential, to their mission

accomplishment or safety and hould be discussed with ppropriate sdpervisors.

Changes in schedule make it difficult for planning and shop operations.

5. Considerations before approving changes are shopload, man-hours, and most

importantly, material procurement.





310 I.ATERIAL PROCUREMENT/DELIVERIES

I. 4aterials are obtained from either the r4arine.Corps Supply System

(DSSC! or open purchase (Purchasing and Contracting).

2.- Selected job orders may require direct liaison with either of the above

sections to speed up delivery of materials.

3. Priorities upgraded for these items should also go through Work

.r4anagement with Priority 7 being the highest priority. But keep

priority upgrading at a minimum as it obviously looses creditability and

disrupts the system. Iake liaison calls when necessary to emphasize

established priorities.

4. Purchasing and Contracting can open purchase without a bid for anything

over a required delivery date or that is a sole source item.

5. Items not in stock at DSSC can be Blanket Purchase Agreement (BPA’d)

if needed before their expected .syste.m. delivery, da..t.e.L .............................
311. EI,IERGENCY MAINTENANCE AFTER HOURS

1. Assistant Director, Operations is on call at al times forovertime or

special work athorizationfrom the night emergency desk.

2. Co.mmunication centers should be kept air conditioned especially Base

Communications and often need overtime approval for ah air conditioning

mechanic.

3.. Overtime for air conditioning in housing is generally Only authorized when

a-medical situation exists.

no

5.

overtime charges.

Broken powerlines, sewer and waterline breaks generally need overtime work.

Use best judgement on approving overtime call-ins trying to keep down





6. o..arines man the emergency desk from 2400-0800 daily, including weekends

and all day on holidays. Civilians work the desk all other after hour

periods.

312. "DISASTER COTROL CENTER

1. larine Corps Base, Camp Lejeune, North Carolina Destructive.Weather Plan

1-81 gives overall guidance. Base Disaster Control Center will give direct

guidance for actual activation. Otherwise activation will come fram the

"BaseI4aintenance Officer.

2. Base Maintenance Disaste".Control Center SOP gives specific guidance for

operation of the center.

3. Disaster Control Center may be used for fires, snow, hurricanes

national disaster.

4. Disaster Control Center is.located in the Conference Ro, downstairs,

Building 122. Ample phones and maps are available. Forestry and mainte-

additional radios when needed.
5. You are the.Operations Officer for the Center w{th Base MaintenanceMarines
operating the phones and radios. Representatives from the shopsshould be

available through the Maintenance and Repair Branch and administrative, items

are obtained from the Directof Administrative Branch as per the Disaster Order.

6. Liaison is made with 2d Fprce Service Support Group (Rein) and 2d Marine

Division, FMF, Officer of the Day or G-4 for men and equipment supportis needed

to augment Base Maintenance assets.

7. Fuel cards for these vehicles are kept in.your desk.and should be renewe
annually.

8. If time permits, have Planners and Estimators write up rough job orders

for whatever emergency exists. Otherwise, have them do it as soon as possible

the next workday.





9. Keep the Base I,laintenance Officer and Base Disaster Preparedness Control

Center appraised of ituations.

313. SELF-HELP/TROOP TRAINING

1. Conduct overall supervision while Operations Division NCOIC handles

direct control. (See Section IX)

2. Review monthly data readout from Director, Administrative Branch on

status of materials purchased for excessive use or excessive amounts of

dollars spent.

3. Ensure monthly status report from 8th Engineer and 2d Engineers is

correct before irwarding.

4. Occasionally, inspect jobs for quality, and timeliness of completion.

5. Strictly enforceTroop Training rgulations and report any unauthorized

construction to Assistant Chief of Staff, Facilities.

314. .IARI;,,’E LIAISON

1. Establish and mainin a good working relationship with all units,

specifically the G-4’s and S-4’s officers .including the t,arine Corps Air

Station (Helicopter), ’.le River.

2. Keep them abreast of howBaseMaintenance works and the flow of their

work requests.

3. Visit theG-4 and S-4 shops regularly and make a point to educate new

officers in those billets about our organization. "i ""’. t.......
4. Assist in any uay with their facilities maintenance problems without.causing

too much conflict with the Base Maintenance shop’s efforts.

5. The Base Maintenance Ordec, BO P11014.1G, MCO PI100Q.7 and MCO Pl1000.5

give most of the guidance and.support needed. Know them well.

6. Assist Base Maintenance personne with problems that might arise with

military units i.e., stolen tools, access to areas, changes in work scope.





Speak forthe Director, Operations Branch whenever possible relieving

him of daily problem solving.

315. ,IAIITEAtCE MA,IAGEIIENT

!. Guidance is given by current Marine Corps and Base F1aintenance, Maintenance

ManagementOrders.

2. Perform the duties as the Maintenance Management Officer for Base Mainte-

nanc’e. This includes maintenance training, parts control, equipment mainte-

nance, directives control and inspections.

3. Report directly to the Base Maintenance Officer on matters pertaining
to aintenance Management.

4. FS,IO located on Base at Camp Geiger or the Base Maintenance Managemen

Officer Officer, mainside, will assist when needed.

5. Read theBase Maintenance, Maintenance Management Order as to some

of the unique systems within our Maintenance Program Control and requisition

of materials. It is significantly different than for FMF units.

316. MILITARY-ASSISTANT FOR BASE MAINTENANCE OFFICER. Oversee all administrative

requirements for Marine personnel at Base Maintenance, using the Operations NCO

and Base Maintenance NCO for direct control:

I. Conduct personnel inspections weekly.

2. Oversee leave, fitness reorts and other administrative matters for military

personnel.

3. Ensure Support Battalion and Base personnel provide personnel replacements.

4. The following military personnel are assigned as indicated.

a. Game Vardens Game larden Section

b. Roads and Grounds and CO’s Driver Base Maintenance NCO

c. Motor Transport Base Maintenance NCO

d. Iork Reception Section Operations NCO

Lawnmower Repair Shop, Base Maintenance NCO





6. Attend Support Battalion’s CO’s meeting vlhen they occur.





SECTION IV

’IIE:ANCE ENGINEER, laintenance Service Contract Support Section

401. PURPOSE. Provide technical assistance to the Base Maintenance

Division on Coercial Activities and other studies and investigations

as directed by the Director of Operations Branch and manage the contracting

of maintenance and new work desired by Base 14ainzenance Division.

402. RESPONSIBILITIES

.l. Provides engineering exp.ertise and technical assistance within

Base laintenance Division, as required.

2. Prepares the Annual Backlog of Maintenance and Repair (B.R)

Report and Annual Projects Plan.

3. Provides liaison with the Public-Iorks Division and Resident

Officer ihCharge of Construction on contract matters.

4. Conducts .Conercial..Activities Reviews of in-house functions.

5. Ensures that warranty work is acompiished in accordance with

applicable contracts.

6. Acts as ServiceContracts Manager or sub2delegates the fnction

to a member of the section. Responsible for administration and

quality assurance of all maintenance service contracts in effect.

403. POINTS OF CONTACT

Base 14aintenance Branch/DiviiD Heads

Assistant Chief of Staff, Facilities 3034

Assistant Res{dent Officers in Charge of Construction 2581

Public I.lorks Contract.Special i_st 2581

Public lsrks Design Director.- 2231

Management Assistance Division, Assistant Director 5521

IIork Reception, Family Housing 257





40.4. REPORTS REQUIRED

Cor.nercial Activities Functional Reviews
DATE DUE
As Req

FORIARD TO
MAD/PI.D

Annual Projects Plan

Annual Backlog of l,laintenance & Repair.(BI,.IAR)

Request for Contracts

lO Oct CMC

I0 Oct C.IC

l Feb PI.ID

i-I Contract Status Report Monthly Dir, Opns

Status Reportfor Family Housing Weekly Dirs, Opns & M&RBr

405L REFERENCES

ICO PllO00.7, Real Property Facilities Manual, V61ume III

MCO PllO00.5", Real Property Facilities Manual, Volume IV

BO PllOl4.1, Base 14aintenance Order

CB 4860, Commercial Activities Program Review Schedule

CI4C Isg, 080017Z Jan 82, MCBUL 4860 Facilities Maintenance Service Contract
CI.IC Msg, 051505Z Apr 82, Allocation of Commercial Activities (CA)

Personnel (C,IC Code LPF’4) ..
ALM 39-4013-RB(C), 4anagement of Conmercial/Indstrial Type Activities Program
Course (4CPC) 8A-F,22/551-FS(JT) Student Reference Book

Circular No. A-76, Policies for Acquiring commercial or Industrial.
Products and Services Needed by the Government

9. NAVFAC FiO-327,.Service Contracts: Specificationsand Surveillance

lO. VFAC PL68; Jan 79, Contracting Manual

406;

’.

DAILY ROUTINE

ormalwork hours are 0800 to 1630, Monday through Friday. Lundh..
is 1200 to 1230 daily.

Assign work to employees reportingfor work,

Attend pre-construction onferences, if scheduled.

}eri od

Coordinate with Management Assistance Division and Base Maintenance Division ".

supervisors on Commercial Activities.

5. Coordinate with Public Works Division on contract change orders.

6. Brief Operations Director, Base Maintenance Division, on Commercial
Activities and contract status.





7. Beceive reports from section personnel at 1615 on work progress and
prdbl ems .

407. PAPERI.IORK FLOW"

IVork.stems from projects identified by the Inspection Section.’After

consultation, work is identified by inclusion in the Annual Project Plan.

Requests for studies and contracts are submitted to the Public Works

Officer. At the time of submission, a rough project scope andcost

estimate should be provided to the Public Works Division. When the contract

is ready for award the Public Works Division notifie the Maintenance

Service Contract Support Section (FCSS), of the amount of funds to be positioned..

with the Comptroller to cover project cost. Documentation is submitted

to Finance and Accounting authorizing thelpositioning of funds. Should

change .orders be necessary while thecontract is open, documentation

for additional funding is processed in like manner.

All funding coitments issuing M-I dollars are recorded by MSCSS to provide

ongoing accounting of funded commitments And projects status. Once each

month a reconciliatio of funding amounts is made between MSCSS and Finance

and Accounting.

Once a project is identified for contract a project folder is prepared.

All documents including Plans 6d Specifications received are filed in

the project folder. The folder provides a complete record ofthe project.

In addition a logbook and cross reference cards are kept to track studies

and contracts. Prbjects are-filed by their contracting status, i.e.,

proposed, ongoing andcompleted. Warranty calls are logged and the status

of the warranty deficiencies maintained until resolved.





40B." ORGANIZATION

1. lainenance Engineer, GS-II (See paragraph 402 for duties)

2. industrial Engineering Technician, GS-9, collects and analyses

data "on functions under Commercial Activities review to evaluate performance,

costs and scope with particular emphasis on use of engineered time standards

and methods of time measurement..

3. llechanical Engineering Technician, GS-9, investigates maintenance

deficiencies and practices in order to prescribe actions to overcome the

deficiencies and improve maintenance procedures.

4. Editorial Assistant, GS-5, coordinates and collects data for Corcial

Activities functions by assisting others to assemble and organize the.

material, working under the direct supervision of the MaintenanEe Engineer,. Clerk/Stenographer, GS-4, performs all clerical/stenographic dutie

required by the MSCSS. Maintains contract and study files for easy access,

6. Engineer Aides, GS-3, (Two). gathers data in supportof Commercial

Activities reviews;

409. DETAILED RESPONSIBILITIES

Provide Technical Assistance

Conducts engineering studies of Base Maintenance operations to determine

areas where efficiency and prpductivity can be improved. Such studie

include workload distribution vs shop force capability, trade skill requirements.

"in each shop,.workforce transportation and communication requirements

and other engineering studies as .asigned by the Director.

b. Reviews Naval Facilities Engineering Command Directives, engineering

publications, techhical manuals and trade journals to keep Base Maintemance

Division informed abeut "state-of-the-art" in new maintenance materials and





one or Public IVorks Division and one for Commandant of the 4arine Corps

representative to take back to VIashington.

3. Liaison with Public I’Iorks

Prepares a prioritized list of work proposed for accomplishment-by

contract for review and approval by the Division Director. Assunes total

responsibility for the execution of the approved contracts program through

close liaison with the Public Works Division. Provides the Public Works

Officer with the scope of work for each contract, reviews "contract plans and

specifications aQd prepares connents and reconendations to the Public

|.forks-Officer concerning sections of the proposed contract which have impact

on the maintainability of the facility. The aintenance Engineer attends

bid openihgs and pre-construction conferences and works Closely with the

Resident Officer in Charge of Construction during actual performance of

contract work, and is responsible for final acceptance of Contract work

along with the Resident Officer in Charge,of Construction. Frequent liaison

is provided th Publio Works Division and the Resident OFficer in Charge

.of Construction to coordinate manyof the details implicit in contracting

out proposed work.

4. Connercial Activities RevAew

Conducts or .participates in Conn,.ercial Activities Reviews of functions

accomplished fn-house by the ase 14aintenance Department. Analyses the

in-house function and determines the scope of work to be subjected to

cost comparison for purposes.of determining hether contract or in-house

accomplishment is more cost effective. Provides the draft of the Performance

Work Statement (PS) to ensure that it conforms to the scope of work being

accomplished in-house. Participates in the preparation of the.Government’

cost estimates used for cost comparison with contractor’s bids. Provides





information on equipment to be placed .in standby, position descriptions and

materials to be. used on contract. Prepares implementation procedures for

contract work as well as .the qualitW assurance plans.

5. Varranty Reviews

Inquires of Base Naintenan Divison personnel and others to determine

whether deficiency reported is covered under warranty. If so, notifies"

in writing the contractor of need to respond. When written reply is

received from contractor of crrection the warranty log i noted. If

a written reply is not received by the contractor, follow up is undertaken.

If satisfaction cannot be obtained from the contractor the Public Works

Officer is notified in writing of the nature of the complaint and requested

to enforce, the warranty.

.,.i





SECTION V

SUPERVISOR, HORK RECEPTION SECTION

501. URPOSE. Receive screen, classify and initiate action in response

;co customer work requests. Prepare Annual and Quarterly Work Pr.ograms

insuring that Haintenance and Repair Branch work centers are provided

w th a balanced workload which utilizes the full productive capabiltiy

’of ea’ch wok center.

502. RESPONSIBILITIES.

I". Formulates Annual and Quarterly Work Program

2. Reviews and assigns quarter to all specific job orders

3. Maintains Quarterly Plan boards and Standing Job Order boards

4. Reviews weekly schedule, Shop Analysis Report and Maintenance and Repair

Branch ShopTicket Report

5. Research projects for Directorand Assistant Director

6. Screens, classifies and takes action onall .incomi’ng customer work

requests.

7. Provides status of work requests and relatedjob order statusto..

customers upon request.

8. Maintains Facility History Files and customer files.

9. Identifies specific job order variances and initiates action to investigate

reasons for variances.

503. POINTS OF CONTACT
Phone

Branch/Section Heads, Base Maintenance Division

.Supervisors, Operations Branch

Supervisors, Maintenance and Repair Shops

Assistant Chief of Staff, Facilities

G-4, 2d llarDiv

3034

2516





Phone

Engineer SupportOfficer, 2d FSSG

504. REPORTS EqUiRE
3456

Title Revim.I Fonard To

1qeekly Schedul e Weekly File

Shop Analysis Report

I.laintenance and RePair Ticket

Wekly File

Report

’Estimated and Performance Analysis Report

Labor Analysis Report "\

eekly

ist of 14onth

1st of Month

File

Fle for FY

File for FY

Standing Job Order Report

Completed Specific Job OTder Report

ist of Month

ist of Month

File for FY

File for FY

Prepar

Ticket Report

505. REFERENCES

1st of Month Finance & Accountifig

ICOP11000.7B,.Real Property Filitie Mnual

MCO PliOOO.5E, Facilities Project Nanual

BO PIIOI4.1G, se Maintenance order

506. "DAILY ROUTINE. Normal working hours are 0800-1630, Monday through Friday.

Lunch period is 1200-1230.

I. Process work requests.

Process job orders.

Coordinate with shops on high priority and emergency, work requests.

Research or customers, Director, an Assistant Director as required.

Conductwork on Quarterly and Annual Plans.

Review vork of clerks.

7. Revie reports.

8. l.ork on job order variances..





507. ORGANIZATION

1. Supervisor, Engineering Technician, GS-9

2. CTerk, GS-3 (two). The responsibilities of these positions are performing
all duties associated with maintaining job orders and tickets, assisting

with the Quarterly Work Program, budget and Long Range Maintenance .Program.
3I. Clerk/Typist GS-3 (one). The respons’ibilities of this position are

’performing all duties as.sociated with customer relations, em.ergencyTservice
work authorizations, material issue.

4. Military Pe.rs,onnel. The responsibilities of these positions.are a

combination of work performedy Clerk and Clerk/Typists.





508.’.PAPERI.IORK FLOW

I. Work Requests

a. Receive incoming requests.

custome unit designator code.

b.

C.

Date and time stamp. Annotate with

File copy of request in customer file.

Screen and classify work requests as follows:

(I) Work to be accomplished by ticket.

(2) Route to Inspection Section for inspection and possible write up

or Damage Report.

(3) Route to Planner and Estimator Section for job order.

(4) If disapproved, route to Assistant Director, who will return to

sender with reason for work not bein accomplished.

d. Return customer copy to customer activity indicating action taken.

2. Job Orders

a. Job orders are received from the Planning and Estimating Section. Work

Reception Section assigns the quarter for cc.omplish,ment of the workin accordance

with shop hour availableas indicated on the Quarterly Work Program.

b. After assigning Quarter programmed, job order is routed to Director,

Operations Branch for review and ap.proval by signatur@..

c. After approval, job 6rer is routed to FinBnce and Accounting Section

for assignment of accounting data and job order number.

d.- Operations Branch secretary prepares sufficient copies for distribution

as follows:

(I) Shop copies to Work. Management Section for material procurement and

subsequent distribution to afected shops when job is placed on weekly schedule.

(2) Copy to Base Cost Accounting.

(3) Original to Work Reception Section for filing in Facility History

File.





Job Order-Close Out Procedures

a. Upon completion of vork, shops involved rport completion of job order

to I.ork I.!anagement Section.

b. l.lork I.lanagement Section files one copy and routes one copy to Planning

and Estimating Section.

c. Planning and Estimating Section supervisor reviews completed job orders ..
and insures that all job order amendments are completed. Routes the complete ."

joborder to Branch secretary who includes the job order number in the job order

Closeout letter to Base Cost Accounting. .
d. Branch secretary routes the completed job order to Inspection Section

for deletion of the work from the Backlog of aintenance and Repair (BMAR),
Report.

e. Inspection Section routes the job order to the Iork Reception Section

for annotating the completion date of the work in the Facility History File."

4. Emerenc.v/Service (E/S)Iof Tickets

a. Emergency work tickets are written from telephone requests.

b. Service work tickets may be .ittenfrom telephone work requests at

the discretion of the Work Reception supervisor.

CB

do

copy only.

I,Iork may be authorized by an E/S ticket only if:

(I) The work can be completed in 16 man-hours or less.

(2) The total cost of l’abor and materials dues not exceed $400.

(3) No more than tvo work center are involved.

Tickets are transmitted, to shops by "Telautograph" machines.

Engineered PerformanCe Standard (EPS) hours ai’e entered on the file :





." Active (unc@mpleted) tickets are filed by work center and building

number.

g, Completed tickets are returned to the I,ork Reception Section by

the sho involved. Shop enters completion date and hours used.

h. Completed tickets are matched vlith tickets in the active file,.

removed from active file and filed in completed ticket file by building

number.





SECTION V
MAINTENANCE INSPECTOR FOREMAN

601. PURPOSE. Supervise a Continuous Inspection Program of all buildings,

utilities, roads and grounds for which Base Maintenance is responsible.

Supervise preparation of inspection reports and cost estimates for work

required to correct maintenance deficiencies.

602.

I.

2.

RESPONSIBILITIES.

Supervise and review Control Inspection for BMAR Report.

Assign work to be written up for Annual Plan, review detailed inspection

reports, monitor incoming requests and take required action, ensure that damage

reports are promptly written up.

3. Update the Long Range Maintenance Plan annually. ..
4. Schedule Useable Completion Date (UCD) Inspections with Public Works

Division.

5. Preparation of preliminary scope of work and cost estimate for M-l and

M-2 projects.

6. Monitor service contracts through assigned inspectors.

7. Keep necessary records on personnel and equipment.

603. POINT-S. OF. CONTACT.

I. Branch Heads, Base Maintenance Division

2. Public Works, Contract Division, telephone extension 2581

3.. blic Works, Design Division, telephone extension 2213

4. Assistant Chief of Staff, Facilities, MCB, telephone extension 3034

5. Natural Resources"and Env_ronmental Affairs, Assistant Chief of Staff,

Facilities, MCB, telephone extension 5003

6. Operations Branch, NCOIC for Self-Help/Troop Training Projects, telephone

extension 5202

7. Base Plant Account Officer, telephone extension 3967/1453





60. REPORTS REQUIRE6
Report Title Due Date Forward To

Backlog of I.laintenance and Repair 10 Oct CMC CODE LFF

605.

Facilities Condition Report

REFERENCES

1st Fiscal
Quarter

AC/S, FAC, MCB

1. BO PI1014.1G, Base Maintenance Order

2. I.ICO PIlOOO.5E, Real Property Facilities Manual

3. HCO PIIOOO.7B, Real Property Facilities Manual, Voi lli

4. VFAC MO 332

5. BO P11101.301, Family Housing Administration

6. VFAC NO 110

606. DAILY ROUTINE. Normal working hours are 0800-1630, Monday through Fr.iday.

Lunch period is 1200-1230.

Check calendar f6r scheduled appointments.

Assign work to Inspectors................................................
3. Assignvehicles to Inspectors.

4.

5.

7.

8.

Review Work requests.

Work on BMAR Report.

Prepare reports as needed for special projects or contracts.

Review job orders writteflby Inspectors and turn hem over to P&E Section.

Review Inspector’s reports prior to filing in inspection files.

9. Select work for inclusion in Annual Work Plan for shop forces and contract.

607. PAPER FLOW

I. Work requests received are revimed and proper action taken on them.

2. Information from Control spection.Reports is written into BMAR. Reports

are refiled.

3. Scope of work and preliminary cost estimates for M-I and M-2 projects are

written and sent to Public orks for design and contracting out.

4. Designed contracts are revie,ved and filed.





608’.." pRGANIZATION

I. l.laintenance Inspector Foreman, |.IS-lO. See paragraph 602 for duties.

2. Building Maintenance Inspector (Structural), IG-11
a..Performs Control Inspections on the structural portions of all

Buildings, utilities, roads and grounds for which Base aintenance is

responsible.

b. Performs inspections as required by written work requests.

c. Performs detailed inspections on the structural portion of buildings,

roads and grounds for work {0 be entered into the Annual Work Plan.

d. Performs annual and semi-annual inspections on railroads.

e. Prepares scope of work and preliminary cost estimate for projects

sent to Public 14orks for design and contracting out.

f. Reviews plans and specifications from Public Works Design Division

for potential maintenance problems.

3. Building Maintenance Inspector (Piping Systems), G-11

Performs Control Inspections, scope of workand preliminary cost estimates

for projects set to Pblic Worksand other tasks similar to those i 608.b..

except mechanical in nature. Monitors vent hood and elevator servicecgntracts.

4. Building 14aintenance Inspector (Electrical),.WG-11. Same dties as 608.b.

and 60B.c., except electrical’in nature.

Boiler Inspector, WG-11

a, Develops and implements Continuous Inspection and certification of all

boilers and unfired pressure vessels.

b. 14aintains files on inspections and certifications.

c. Performs other duties similar to Piping System inspector.





609. .Svpervise and review Annual Inspection of facilities for Backlog of

Maintenance andRepair Report (BR).

I. Prepares inspection schedules on a weekly basis fo inspectors.

2. Reviews Annual Inspection Summary reports to find in-house and contract

work.

3. Lists in Long Range Maintenance Plan/Annual Inspection Summary all repairs

that will be considered backlog for the next fiscal year. Removes any backlogged

repairs that have been or will be completed in the current fiscal year.

610. Incumbent directs and schedules detailed facility inspections from

which shop work orders are planned and estimated for inclusion in the Annual

WorkProgram. Requests for inspections may originate from work requests,

Assistant Chief of Staff, Facilities pr shopsupervisors. Reviews incoming

work requests and damage reports. Directs inspectors on what action to take.

Records detailed written job order injob order record book and gives to

Planners and Estimators to estimate.

611. (UCD) INSPECTIONS. Provides inspectgrs with contract specifications

and plans from ontract files to enable the inspectors to be sure contract
requirements have been met on usable completion date (ucD) inspections.’ UCD’s

are coordinated by supervisorwith Contract Section within the Base Maintenance

Division and with representative(s) from Public Works Division. Notify the

Contract Section of any discreaDcies.

612.. PRELIMInaRY SCOPE OF WORK

1. Provide sc6pe of work with detailed requirementsfor maintenance and repair

along with an estimated total Gost of labor and material and forward to the

Contract Section of the Base Maintenance Division.

2. M-I contracts less than $75,000

M-2 contracts $75,000 and above

R-I contracts less than $25,000

R-2 contracts $25,000 and above





613. SERVICE CONTRACTS

I. Ensures that each Inspector closely manages contracts to provide good

servie form the contractor.

2. Railroad is inspected semi-annually (July/Jan). Contracts are with

Southern Railroad and Seaboard Coastline. Both are responsible for mainte-

nance and repair. Inspection reports are sent to Public Works, who, in turn,

snd copies along with letters to the railroad companies.

3. Elevators are checked fo various repairs bi-weekly, mgnthly, quarterly,

smi-annually and annually. Contractor reports to Inspector before and

after each on-site visit. The elevator inspector has.to be certified.

4. vent Hood Contract. Vent hoods are cleaned annually. The contract

icludes cleaning, inspecting, lubricating, making minor repairs and

adjustments, to maintain vent hood systems. All hoods in dining facilities,

clubs, snackbars and schools located aboard Camp Lejeune; Marine Corps Air.

Station (Helicopter); and the Naval Regional Medical Center are included n
the contract. Hoods ale.also sprayed witk a fire rtardent chemical. This

work is accomplished tO the satisfaction of the assigned Quality Assurance

Evaluator (QAE) who assures that the work is carried Out according to the

contract. The QAE also sets.p the schedule with OccUpants of thebuildings

to have hoods cleaned.

5. Shop 10 contracts are smalservice contracts written, by Planners and.

Estimators and issued by Shop 10. Contractor calls incumbent prior to work

starting and calls again when completed or inspection. Incumbent sends .,.
inspector to investigate and ntacts Shop i0 upon approval or disapproval. ...
Also, incumbent contacts Sho Planners upon approval of subject cntract so

job order can be closed out. Incumbent keeps a file on open and closed Shop

10 service contracts.





SECTION VII

sUPERVISOR, PLANNING AND ESTIMATING .SECTION

701. PURPOSE. Receives requests from various sources, plans, estimates

labor and material required, prepares job orders as required.

702.

i.

2.

3.

4.

RESPONSIBILITIES

Validates material cost for Troop Training and Self-eip Projects.

Investigates and prepares variance reports.

Maintains file of estimates awaiting approval.

Maintains liaison with maintenance shops and other units involved in

facilities maintenance and repairs or new work aboard MaPine Corps Base,

Camp Lejeune during progress of jobs’issued by the Operations Branch’

5. Investigates, approves, or disapproves request for amendments to jobs.

6. Maintains cur.rent files of catalogs, o mater.ials.

7. Evaluates and prepares estimates of Beneficial ’suggestion.

8. Assists with inspection of facilities-as requested.

9. Researches and installs new materal., tools, methods to accomplish

Maintenance Division work.

703. POINTS OF CONTACT

1. Public Works, Contract Division, extension 2581

2.. Public Works., Design DiviSion, extension 2213

3. sSistant Chief of Staff, Facilities, extension 3034

4. Base Plant Account, extension 3967/1453

5. Self-Help/Troop Trainings-extension 5202

6. Natural Resources and Environmental Affairs Branch, Assistant Chief of

Staff, Facilities, MCB, extension 5003

7. Branch Heads, Base Maintenance Division





704." REPORTS REQUIRED

Ti tl e Due To

Scheduler’ s Meeting

Prevent’lye Maintenance Job Orders

Weekly

Semi-Annually

Work Mgmt Section

Work Mgmt Section

Vehicle Log Monthly Motor Transport

705. REFERENCES

BO P11014.1G, Base Maintenance Order

HCO PliOOO.7B, Real Property Facilities Manual, Vol III

FICO P11000.5E, Real Property Facilities Manual, Vol IV"
VFAC MO 30

5. BO Pl1101.301, Family Housing Administration

6. NAVFAC MO 110

706. DAILY ROUTINE. Normal working hours are.O800-1630, Monday Friday,

.2.

3.

4.

lunch period 1200-1230.

1. Check calendar for scheduled appointments, assign vehicles, return"telephone

Review work,’incomig and outgoing.

Review work rquests and assign work.

Coordinate/provide R-1 Project Program status to Assistant Chief of Staff,.

Facilities.

5. Review job orders ahd forward to Director, Operations for approval.

707...PAPERWORK FLOW

1. All paperwbrk enters and leaves the section through the supervisor. Work

requests are reviewed,, logged-in and assigned to the lead Planner and Estimator

by the supervisor. The lead lanner and Estimator determines what otherPlanner

and Estimator’s are requires, makes a buck slip andjob order cover sheet and.

attaches them to the work request. As each Planner and Estimator completes his

portion, he attaches his estimate to the work request and forwards it to the

next Planner and Estimator. When all Planners and Estimators complete their





ork,the lead Planner and Estimator reviews the job order insures all

vork is covered, signs it and returns it to the supervisor’s desk.

2. Routine maintenance. Job orders are forwarded to the Programmer.

3. Emergency Maintenance. Job. Orders are hand carrie through the

Programmer; Director, Operations Branch for signature, then to the secretary.

4. R-I job orders. For estimate only, are fovarded to the secretary.

5. R-I job orders for issue, are forwarded to the Programmer.

708. ORGAIZATION

1: Supergsory Planner and Estimator, ,iN-6701-7, Planning and Estimating

Section, Operations Branch, Base laihtenance Division. Planning and

Estimating Section has nine Planners and Estimators, (2) Structural;

(2) Electrical; (I) Plumbing/Pipefitting; (1) A/C, Refrigeration; (I)

Sheetmetal; (1) Painter/Signs and (1 Grounds Structures.

2. Typical work performed. Prepares detailed job orders id connection with

the maintenance, repair, alteration and minor new construction. Analyses

maintenance and repair work to be accomplishe in the light of accepted

trade practices, pertinent specifications,, drawings and sketches. Makes

on-site visits ith persons submitting equests for alteration and new wrk,

determines their reqbirements, desi.gns and specifications’ as equired." Assigns

work in the most efficient job sequence to work centers. Estimates total man-

time requirements and details labor cost by Shops, using Engineered Performance

Standards, hen available, hiatorical data and by the application of knowledge

acquired as a tradesman. Determines amount and types of materials needed by

each shop and stimates overall material cost,





SECTION VIII

SUPERVISOR, WORK MANAGEMEN’F SECTION

801. PURPOSE. Supervisethe scheduling of shop workload, the ordering

and st@rage of material for minor and specific jobs and assist with the

work coordination with customers.

802. RESPONSIBILITIES

1. Review incoming job orders.

2. Assign priority and required delivery dates to job orders and be

vailable to authorize Blanket Purchase Agreements(BPA’s) and walk

through ""requlS ons.

3. Resolve problems on material procurement/deliveries With direct support

tock control and the Purchasing and Contracting. Department.

4. Supervise the operation of the Scheduling and Shop Planning units...

5. Develop and maintain working relationships with shop fortes and Operatioh

Branch sections to insure open and productive co,Tmunications regarding mutual

areas of concern.. ..
6. Review the weekly chedule.

7. Attend the weekly scheduler’s meeiing.

803. POINTS OF CONTACT

I. Base Maintenance Division,Branch Heads

2. DSSC, ext. 36B4/5884

3. Assistant Chief of Staff, Facilities, ext. 3034

4. Control Desk, ext.. 5861

5. Receipts Control, ext. 340.

6. Technical and Research, xt. 5172/5917

7. Document control, ext. 2164





804. REPORTS REQUIRED

’T ITLE DUE FORWARD TO

ieekly Shop Schedule

Weekly Shop Analysis Report

"WRekly

’leekly

To shop by noon Wednesday

BMO

Shop Ticket Report Weekly BMO

Job Orders Off Schedule

Completed Jab Order List

:.Iork Status epor No. 5

Effectiveness Report No. 6

List of Carry-Over Job Orders

Weekly BMO

Weekly BranchSecretary
Monthly F&A

.onthly F&A

Yearly programmer
805. REFERENCES

1. MCO P11000.7B, Real Property. Facilities Manual, Vol III

2. BO P11014.1G, Base Maintenance Oder

3. MO 5400.1A,.Base’Maintenance Div..Organization and Functions Manual

806.

MO P4400.2, SOP, Maintenance Material- Ma.n.a .gement
DAILY ROUTINE. Working hours are from 0800-1630,. Monday through Friday-.

Lunch period is 1200-1230.

Review various reports and job orders.

Sign approval .for necessamY request documentsL

4. Attend Weekly Scheduler’s Meetp, each Friday, 1000

5." Personnel administrative maters.

Handle scheduling and material procurement problems other than routine.

.807. PAPER..IORK FLOW. Depending on the item, .this subject is covered in

detail in paragraph 809 and 813.





808. ORGANIZATION

a. Supev3sory Shop Planner (General), N-6701-7, Work Ianagement Section,

Operations Branch.

b. ICaitenance Scheduler (General) WD-7 two

I. Reviews job orders and assigns starting date based on requested

time frame or programmed quarter.

2. FomJards to the Work Management Supervisor for approval of priority

ten to Shop Planners to obtain material.

3. After material is on-.hand, the job order is given.back to the Scheduler

to schedule work among the various work centers, authorize work to start,

balances workloacand available manpower, assist in coordinating job with

customers, checks progress being made on job orders, reschedules work when

nRcessary and closes out job when completed.

c. Shop Planner (General), WD-5 Six

1. Electrical and Mechanical Trade Duties

(al Receives job orders from Scheduler, prepares project folders,

reviews material list, projects material fr.om excessstorage to fill matching

items, submits emainng material list items to Shop Stores and insures that

delivery is coordinated with shopschedules. Assist Schedulers in cont6olling

backlogs and revising or substituting material requirement list and completion

dates.

d..Shop Planner (General), WD-’4 one

.I. Structural trades

(a) Duties are the same as Shop Planner D-5 except related to Shops

41, 43, 44 and 45 only _-.

e. Clerk/Typist, GS-3- one

I. Acts as receptionist, types memorandums, documents, forms and schedule

sheets from handwritten notes or oral instructions.

2. Monitors automatic ticket writing machine and distributes tickets to

appropriate work centers.





3. aintains working file of all requisitions accomplished, maintains

files of all specific job orders, avaiting materiaT, awaiting schedule,

completed, work in progress, along with correspondence file.

file.

5.

Annotates material received on material list in specific work order

Annotates boards as required.

Annotates Purchase Order Number and Estimated Time of Arrival (ETA)

on documents when contract is rec. ved from Purchasing and Contracting.

6. Purges document file at least every three months. :

7. Makes inquiries concerning status of material for supervisors in

outlying areas.

8. Records document numbers on file copies of documents when returned

from Shop Stores or other supply points (three)

10.

11.

Compiles pertinent information for accomplishing Monthly Backlog Report.

Maintainstime cards for personnel in Work. Management Branch-’-’ "

Prepares job order folders for PM projects and annotates Awaiting

Schedule Board..

12. Maintains copies of all contracts for material whether BPAd or

urchase Ordered.

809. JOB ORDERS

1. Specificjob orders are estimated in the Operations Branch. A detailed

estimate of materials with source of supply for. item or stock number if listed

atsuch is prepared on a material list.

2. "After proper approval" job order is received in the Work Management Section

for accomplishment.

3. The Maintenance Scheduler’reviews the job order, considers the job in its

entirety, man-hours involved, trades, material, location, and urgency. Provides

a tentative schedule to start.





4. PioriSy of material is determined by the tentative scheduled starting

date.. The job order is forwarded t the Shop Planners for processing. The

folloving steps are followed by the Shop Planner.

a. A copy of the material list is removed from the job order and each

line item is annotated numerically.

b. Shop Planners provide a folder for the job order and place it in the

"holding for material" file.

c. A copy of the material list is forwarded to Shop Stores showing the

priority and requested delivery date of the material.

5. Shop Stores stock piles all material they have on hand for that particular

project. The material available is annotated on the material list and the

mterial list is forwarded to the supply system.

6. Documents are prepared by the supply system for the balance of materia1

that was not available in Shop Stores. Document numbers and directio.ns of

documents are annotated on the material, list.

7. A copy of the material list is duplicated and returned to the shop Planners

Office to be plced in hejob order folder. ..
8. A daily listing of material received .in Shop Stores earmarked for pojects
is received by the Shop Planners Office from Shop Stors.

9. The Shop.Planners Office daily updates the material list on. file for each

job order. "’..

10. After materials are on hand, the folder is placed in the "awaiting schedule"

file.

11. After work is scheduled an-accomplished, the job order is closed out, one copy

is retained in the VIork Management Office and a.copy is returned tothe Operations

Branch Secretary for routing and final close out.

810. MATERIAL REQUISITIONING (JOB ORDERS)

1. After a job order has been processed through the scheduling.section for

reviev, assignment of a starting date, required delivery dare for material and





and priority, it is turned over tothe Shop Planners for processing to obtain

the material needed o accomplish the job.

2. The-Shop Planner reviews the material list, starts project folder and

stamps the four copies as appropriate.

3. The items are checked against the Shop Stores micro-fiche to.insure that

the stock number, description, price and unit of issue are correct.

4. The Shop Planner in the cage reviews the material list and insures that an
available ekcess material is pulled and tagged for the project and this

information noted on the material list.

5. The material ist then goes to Technical and Research for review, and to

determine the best method to fill the material order.

6. As" the material list items are ordered and obtained, the Shop Planners

receive status list and copies of material purchase contracts which they use

to update the project folders.

7. After Shop Stores notifie e Shop Planner the materials for the project

are in, he inspects the material to insure the proper material and amounts are

on hand. If project is,satisfactory, the poject foder is moved to the "awaiting

schedule" file.

811. MATERIAL REQUISITIONING BLANKET PURCHASE AGREEMENTS (BPA)
1. The BPA is.used for all Priority 7 purchases under $500 other than projects.

2. The shop supervisor determines that the item is not available at the Shop

Stores issue points. ...
3. He then prepares a Form 1149 in ink, stating the item name, stock or part

number, source of supply, estimated cost, unit of issue, number required and

justification for the Priority. 7.





4. I the item is not available from the Shop Planner, he notes it on the

request and fomvards it to the Supervisory Shop Planner for approval and

delivery, to Shop Stores BPA buyer, after entry in the Shop Planner’s BPA

log.

5. After the buy is made Shop Stores notifies the Shop Planner that the

mterial is available for pick up. The requesting supervisor is then

notified to pick up and sign for material.

812. I,INTENANCE MATERIAL MANAGEMENT. (Excess Material)

1 All project materials will be issued out on the Shop Planners materials

list by item and any turn-in materials will be received back by item and

the reasonfor not using the item noted on the page.

need to be-turned in before job order is closed out.

Notei Material will "

2. The Shop Planner will review the material and make disposition in the

following priority:

a. Shop Stores materialwill be tured:in for Creditin the amounts

allowed by theiF stock,levels. Note: Material .will need o beturned in before

job order is closed out.

b. If the item cannot be turned in for credit, the Shop Planner wiil

determine if the item can be ed to replenish ShopPEB, specialoperating

stock or shop maintained insuKance items (whether stored in the shop or stored

for the. shop by the Shop Planner).

c. Material that cannot be used in the catagories above will be reviewed

by the Inspectors, Planner and Estimators and Shop Planners to determine if =
the item can be used on a futureproject. Material identified for this purpose

will be documented, tagged and stored by the Shop Planner.

d. A list of any material not used in any of the above catagories will be

given to Shop Stores to determine what can be turned in without credit if possible.

Any remaining items will be turned in to the Defense Property Disposal





Office with a statement on the document that the items are over the retention

level as per DSSC o a non-stocked item as appropriate.

813. SCHEDULERS MEETINGS.

I. The Schedulers Meeting is held in the Scheduling Officer every. Friday

at 1000, conducted by the Scheduler and the Director, Maintenance and Repair

Branch and attended by the supervisor of the shop or shop trades, Supervisor

Planner and Estimator, Director, Operations Branch and the Supervisory Shop

Planner.

2. A review of the current weeks schedule is made by lin.item with each shop.

supervisor stating whether on or off schedule with a reason if off.

3. A review of the next week’s schedule is made by line item with each shop

supervisor stating whether they have any problems with the proposed schedule.

also.

Any problems or good ideas of a general .nature are discussed at this time,





SECTION IX

.IILIARY OPERATIONS

901. PRPOSE. To provide job description and work scope for areas of

responsibilities of the Marin Liaison NCO for Base 14aintenance

902. RESPONSIBILITIES

It To supervise Harine personnel within the Operations Branch; assisting

the Assistant Director, Oper,ions Branch and the Base Maintenance NCO in

their duties when required.

2. To coordinate and inspect/approve Self-Help Pr6jects for paint.

3. To coordinate and inspectTroop Training Projects insuring work complies

Wlth local directives.

4. Supervise military personnel.working at the Lawnmover Repair Shop,

B. Conduct_the Police Sergeants School at least once a month.

6. Ensure a Base.Maintenance Duty NCO roster ismade .out once amonth and

.ensure military personnel standing duty ame properlx supervised.

7. Conduct a elfLsefvice shopping list for Operations Branch atleast once.

a month.

8. Coordinate military functions and taffng of theBase MaintenanceDisaster

Control Center when required in Building 1202.

9. Supervise the ApprenticeShip Program for Marines working in the HOS.

903. POINTS OF CONTACT

8th Engineer Support Battalien

2d Combat Engineer Battalion"

DET "A" Engineer, MCAS(H), NR

Paint Shop

Phone

5175

3704

00536

3489

Lawnmoer Repair Shop

HCAS Maintenance

1823

00818





CES l.la’intenance 7410

Range Maintenance NCOIC

Assistant Chief of Saff, Facilities

l.ork I.inagement Section (scheduling Work projects)

5211

3034"

3109

904. REPORTS REQUIREq

Title

Troop Training Status Report

Base ,laintenance Duty NCO

Roster

Self’Help/Troop Training Fiscal Account

Due

12th of each month

25th of each month

onthly

905. REFEREIICES"

BO PlIOI4.1G,. Base aintenance Order
BO 4400.16, Lawnmowers

MO 3141LI_, Base MaintenanceDestructive Weather Plan

MO 1601. i_, Base Maintenance D.u.ty NCO....r.d..e.r.s .
906. DAILY ROUTINE. Normal working hours are from 0800-1630.

is from 1130-1300.

1. Screen wore reques’ts.

Issue self-help paint

3. Inspection of Self-Help/TroopiTraining Projects

9D7. ORGANIZATION. 14arine Liaison NCO (Master Sergeant 1371).

Lunch period

See para 902,

RESPONSIBILITIES. .
.908. BASE.MAINTEnaNCE/EMERGENCY SERVICE DUTY NCO

1. Tour of dty for the Emergency Service Duty NCO is 2400-0800 (Monday through

Sunday) in Building 1202. --. .:

2. The Duty NCO will serve as supernumerary for the Emergency Service superviso

on thesame day he has the assigned night duty, except on Saturdays, Sundays and





holidays henhe vill be assigned supernumerary from 0730-1630. Details

of his duties are covered in MO 161._. These duties will be rotated

vith the Work Reception Desk duties.

909. RECEPTIOII DESK

I. The tour of duty for the Work Reception desk is from 0730-1630 daily

(ponday through Friday).

2-. The recePtion desk will be operated by one civilian and two Marines

daily and will be under the cvllian.superyisor of that Section.

3. The primary mission of..the |ork Reception desk is to receive all

emergency calls and write out a repair ticket to the appropriate maintenance

shop.
Oo910. SELF-HELP PROJECTS

1. When a Self-Help Project has been requested, the Marine Liaison NCO will

perform the below listed actigns.prior to issuing of anymaterials.

a. Research Facilities History Files for last dat painting was erformed.
b. Check n the fles or with the 19spection Section Supervisor to see if.

the building is pndipg majorwok, refurbishngor contract painlting..

c. Check the Self-Help Paint.Log for any other pint that has been issued.

d. If approved, issue p.aTnt. If disapProved,notifyunit of reason why..

e. Inspect the job site or preparation and follow,up of paperwork.to ensure

complancewith current regulations, Base Maintenance Order, P11014.1G, paragraphs

105.26. 205 and 405.

911. TROOP TRAINING PROJECTS

1. When a Troop Training Pro#ect has been sgned.-by the Director, Operations

Branch, the Marine Liaison NCO will perform the below .listed actions.





a. aintain a ile and log for all Troop Training Project job orders.

b. Ensure the proper issue of’.materials.

c. Oversees the construction and completion of all projects.

d. Periodically check the work site for proper construction techniques.

e. Upon completion of a project, conduct a final inspection.

f. Ensure job orders are complete,, including start/finish date and

estimated man-hours.

gL After final inspection,.remove job order from NCQIC files, initial

and date the Scheduler’s copy that is received by theOperations Branch

secretary for close out of the j9b order.

912. DA.IAGE CONTROL AND RECOVERY CEITER. Damage Control and Recovery Center

is located in the Conference Room in’Building 1202. Assist the Assistant

Director, Operations Branch in maintaining and operating the center when

required. The center will be activated.by the Base Disaster Control-Center..

or by the Base 4aintenance Officer for use during snow st.o.rms,, large fires,

hurricanes or natiohl disasters. GuidanCe is found in MO.P3141.1H. and

Marine Corps Bas" Destructive ,leather Plan 1-81.

913. LA.INIOIER REPAIR SHOP. The Lavnmover Repair Shp is responsile for-

the r.epair of all lawnmowers receiyed from Base Property.; 2d Marine Division,

FIEF; 2d ForEe Service SupportGroup (Rein) and the .larine C.orps Air. .Station
(Helicopter), lew River. (See BO 400.16_). Oversees the health and welfare

The work is supervised by the Heavy Equipment

Conduct a Police Sergeants School at"least

.df the larnes of that section.

Supervisor.

914. POLICE SERGEANTS SCHO0I

once a’month. The subjects aught are the proper procedures for submitting

work requests, key security, self-help paint and proper goundskeeping. A hand-

out is provided for all Police NCO’s. Specially scheduled schools will be

given for ten or more personnel.





915. "I,:AI.ITENACE DUTY ROSTER. The duty roster will be made ot and

distributed to ndividDals concerned by the 25th Of each month. The tour

of duty for the Emergency Service watch is 2400-0800 daily.

916. ELF-SERVICE. Consolidate a list of self-service supplies from within

the Operations Branch and make a shoppi.ng tour at least once a month.

917. SELF-HELP FISCAL REPORT. Upon receipt from the Admgnistrative Branch,

rview for discrepancie.s and check for trends of excessive expenditures

by" units. Annotate and forward tb the Assistant Director, Operations Branch

for reviev. File for one yea.r.

918. REVIEI TROOP TRAINING STATUS AEPORTS. Status reports are due from

engineer units on the 12th of each month. Correct any discrepancies and

bring them to the attention of the unit. Ensu)e report is consol.idated an
signed by the Base Maintenance Officer to be fonarded to the Plant Account

Division, Comptroller Department.





SECTION ’X
SECRETARY (TYPING), OPERATIONS BRANCH

!001. PURPOSE. Performsadministrative and clerical duties for the

Director, Operations Branch.

!002. RESPONSIBILITIES

Receives and revievs incoming corresp.ondence.

Compoes and type routine original correspondence various types

for Director’s signature.
%

3. Types all outgoing correspondence and reports which entails reviewing

rcugh drafts for,format, clarity, punctuation and spelling, checks for

typing errors.

4 Maintains correspondence files, directives and instructions and technical

files.

5. Receives visitors and phone calls..Answers questions and directs visitor/

caller to the appropriate section or Director.

6. Processes Maintenance job orders.

7. Maintains lbor distribution cards.

paychecks.

Receives and distributes Cards and

Schedules and arranges meetings,.time and locations.

Requisitions office Supplies, equipment and publications

10. Serves as personal assistant to the Director in implementing instructions

concerning.office procedures for collecting and submitting data for reports..

1003. POINTS DF CONTACT

1. Secretary (Stenographer) G-6, Base Maintenance Officer, ext. 2511.

2. :aintenance and Repair Branch Secretary,ext. 5855

3. Administrative Branch personnel, ext. 3722

4. Finance and Accounting Section personnel, ext. 5122

5. Utilities Branch secretary, ext. 5161





.." Asistant Cief o Staff, Facilities’secretary, ext;.3034

7. S-4 Office, I.larine Corps Air Station (Hlicopter), Iew River

1004. REPORTSREQUIRED

Title

T[oo9 Training Projects Status Report

Railrcad Inspection Report

Utilization of Structures, Facilities Report

Conand Chronology

Inspection of Static Grounding Systems

Status of Job Orders

Due" To

Monthly Cost Account

Semi-Annual .Public Works

Semi-Annual AC/S, Fac

Semi-Annual AC/S, Fac

Annual CO, Spt Bn

Weekly Cost Account

-I005. REFEREICES

5B1. ,EC,VNST 5216. , Department of the Navy, Correspondence t4anual..

2. SECIAVINST 5210.1iB, Department of the Navy Standard"Subject Identification

Codes

Base Bulletin 5215, NCB Directives System Semi-Annual Checklist

14aintenance Order 5215, Maintenance Directives Checklist

5. BO 5210.IP, Base GuardMail Operations,
1006. DAILY ROUTIRE., Working hursare from 0800-1630. Lunch period 1200-1230.

.I. Time cards, vehile, report, empty outgoing correspondence boxes, check

appointments calendar, answer telephone.

2. Xerox job orders, istribute job-orders:

3. Check mail, type correspondence, distribute mail, answer.telephone.

4. Empty outgoing correspondence boxes, check mail, proofreadcorrespondence.

5. Log out job orders, update appointments calendar, file directives, publications.





1007. PAPERV3ORK FLOW

See paragraph 1002.

1008. ’ORGANIZATION. Secretary (Typ’ing), GS-318-5, Operations Branch,

Base I,aintenance Division, Marine Corps Base, Camp Lejeune, North

Carolina.

1009. DESCRIPTION OF DUTIES

1 Receives incoming correspondence and reviews to determine required

reference or backup material needed to answer the correspondence, obtains

it from files and routes it with the correspondence to the. Director or

appropriate Brar,h supervisor. See Desk Top Procedures Book.

2. Revievs incoming correspondence for suspense dates, maintains suspense

fles on correspondence requiring reports or action and notifies responsible

personnel of due dates. Correspondence is forwarded to the appropriate

personnel

3. Composes and types routine original correspondence of various types for

Director’s and Assistant Director’s signatures. .Se Desk Top Procedures Book.

4. Types all otgoing’correspondence and reports which entails reviewing ..
rough drafts for format, clarity,"grammar,punctuation and spelling, cecks

for typographical errors and completeness with regard tO references and

enclosures...Types correspondence in smooth for signature of Division

Director, Base Maintenance Officer and Commanding General. See Desk Top Procedures Book

5, Maintains correspondence files, directives andinstructions and technical

files current nd up to date. in accordance wit SECNAVINST 5216.5B and 52!0.I1B.
6. Receives. visitorsand phone calls to the Division and depending on the

nature of the inquiry, answers questions or directs the visitor/caller to

appropriate Branch or to the Director.





7. Process maintenance job orders after approvalby the Director. Obtains

accounting data from the Finance and Accounting Section, reproduces the

required, number of copies based on the nature of the work and shops involved.

assembles in proper order and forwards to the Maintenance and Repair Branch.

Receives completed job orders and prepares notice of completion to the

Accou6ting Division of the Comptroller Department. See Desk Top Procedures

Book. ..
8. Maintains labor distribution cards for the Branch. Receives and distributes

cards and paychecks, maintains various records pertaining to civilian employees,

performs duties relating to collections and fund drives and monitors beneficial

suggestions. See Desk Top Procedures Book.

9. Schedules and makes arranges for time,participants and location of meetings.

as directed by supervisor. Maintains appointments schedule for Director and

Section Heads. ’

I0. Requisitions office, supplies,equipmentnd publications. Actsas key

operator for the offic copier and coordinates service and trouble calls with
ntthe maintenance co ractor. "":.

11. Serves as the personal.assistant.to theDirector"iln implementing instruc-"
tions concerning office proceJres and in the collection andsubmission of data

for reports. Serves as liaisoB.between the supervisor and .subordinates Keeps

informed at all times of the whereabouts of the Director, Assistant Director,

and Sectio supervisors.




